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Table of Contents
1. Parsomnel Files
as» Louvation of Official File
b. Converience Files
¢« Who Ham Acoess to the Official Files
d¢. Contents of Official File
2. Seocurity File

L. Pre-employment Files

ablon of Officisl File: The only offiofal persomsl files are
he Managemsnt Services Division, 0ffice of Persomnel, which reports to

:hue tﬁ%ﬁt&;@t for sﬁemw, Consular Affairs snd Personnel who reports
e Under necretary for Administration. See organisstion chart, p. £

HR2172, Bl Jongress, Second Session. T - it pe G

b. Ognventence Filess Mo conveniense persormel files sre recognised,

) xistence is sssumed by the Chief, Mgt. Services Pivision. To his
REMOTY 4 en];f_onm has & paper belonging in the officis) persommel files been
retained in & convenience file. Operating offices do maimtein OFLb Card
reaords of personnel actions. Some are not up to dete. B

- @« ¥ho Has Ac Lo Officiel Files: S5ince the Mebartly committes in-

vestigation, a st of the names of people suthorised %o see or take gffiolal

pergonmel £lle foldere is maintained in the file room. This liet inoludes

;‘:t;: il&:t,aggmma%i&valmﬁmn Branch, all placement officers snd top admin-
r (. . @Xeoutive personnel. Secretaries of suthorized

obtain folders in the names of their chiefs. pirsomnel nay
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Top executive and administrative personnel msy call only for folders
of people in thelr components., To obtain folders of others, thoy must place
the request through a plscement officer.

d. Conptents of Official File:

(1) Civil "‘crvice :mployeept Contents are prescribed by the Fedaral
. Porsonnel K

Foreign Eervice itaserve Officers and
Mers are two folders for each employee

(a) Aduinistrative Folders:

Appointment potices

Requewts For Parsomnel Action, Form IX1031

Botices of Persennel Action, Form [ 1032

Depandancy Status Reports; Form Fi3OL

Ingurance pspers

Post Prefcrence Repori, Form FEL16 (the emplayee's
statement of prefersnce for his next assignment)

{)‘m‘ ﬁﬁd&ﬁt&, ete,

Personal History Ctatement, Form “F57

Military Uischarge Fapers

Civil Dervice Papers, if the officer was integrated
{a 1a ¥riston)

Corregpondente concerning his first appointment.

Sesurity Clesrance keport

Position Deseription (when aveilable) of each Jobh the

es h#s held.

Payrell Change £1lips

Mass Transfer /ctions (in lieu of Form 1£1032)

Correspondente concerning salary, retirement, length of
service, next assignment, personsl problems, m-edit, =tc.

(b) Performence Toldurs:

Perfornence Reports

Inspectors' Reports

End-uper heperts

Corresponden¢s relating to performance,

Assigrmont and Training Heport, Form FSL73 (Used in the
new career developmant program. The smployce reports
what he 1s doing, whare he is going and what he needs
o gat)thera. Also contains sn appraisal ty his super-

2. Seourity File:

The security file is maintained by the Cffice of Secwrity and iz nsver
made available to personnol officers nor 4o selsotion hoards. FPersomel files
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contaln, when necessary, references to the existense of naterial in the pe~
curily file which my affeet pewsomnel ovaluation. in such cases, the g clece
tion boards may obtain an oral report of the relevant information from the
Security Office.

If an emplayee is under Bagurity investigetiom at the time a selection
board 18 reting hinm, the board will nrot kmow of the fact. «hen the securd ty
Office determines that an eploy s¢ should not be promoted until his security
investigetion is complatei, the irector of Fersomnel is so notifiec. He
will remove the emplayse's neme, if it appears on a liet recommendirg pro-
motlion, when anc 1f ihe mployee is clesred, his neme i replaced snd, if
he 1a an FSO, cen be sproially mibmitted to the President for nominstion
for promotion.

3. Hedical File:

The mecical file, maimtainec by the sedical Office, 1s also not availeble
to personnel officers and seleetdon boards. Persomnel files contain reports
of medical vxaminations which inticutc three ostegories of pursonal health:
cleared, limited or restricted. A medical officer will appear befor, a
selection board to slsborate on restrictlons to service oaussd by 11t healsh.
He will not name the disecsse or 11lnese eausing such restrictions.

L. Pre-employment Files:

‘ The Board of .xeminers maintains records of Foreign ! ervice app:icants.
When an applicant is enployed, his pre-employment reeords sre placed in the
offieial personnel file.
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